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(! 1 MIRUTE BOOXS

Quentity: 10 volumcs, 3 boxes
Sizer B84 x 12%

Dates: 1923.01

File Arrangamentt C(hrowmological
audit: Outaide gudit (possible)

The Mitute Booka are the official record of the proceedings of the

" (ommigsion on matters pertaining to water snd sewage instellations

-

end projocted inatallations in Anne Arundel County
\ RECONMENDATIONS RETALE PRERMANENTLY.

KESSLUTIONS

Quantity: 1 file draver

Size: Folded papers _
Datesy 1928... _

File Arr.t BKumerical by Resolution number

Audit: Outside (possible)

This file contains the original Resolutions pasased by the Commission
covering matters of internsl admindetration aod policy, end on all
other subjects regquiring formsl action by the (ommission.,

Thase Hesclutione are recorded with the Clerk of the Cixcuit Court

for Anne Arundgl (ounty, giving the record liber srd folio of racorda~
tion,

o BECORAMEHDATION: RETALN PERMARENTLY.

{cont inuex!)




&) DEEDS
} Quentity: % file drawver
Stize: Folded papers
Datess 1930.4e _
File Arz.t: Fusamrical by Oeed number
Indext Loose-leaf binder to names of parties
dudit: Outside (possidle)

This file contains the recorded coples of Deeds to property owned
by the Conmmisslon,

T RECCMMERDATION:T EBETALK PRRMAKENTLY.

N

EASEMEXTS (HIGHTS OF WAY)

Quantitys 2 file drowers

Steze: Folded pavers

Dates: 1925...

File Arres Numaricel by Eesement number
fndex: loose-lesf binder to names of parties
Audit: Outside (possidle)

tasements are the originsl yight of way sgreoments, filed by
‘ assigned easevent number, which cover wator and pever projecte undex
“jurisdiction of the Comuission. Easements pre recorded with the
Clerk of the Circuit Court for Amme Arundel County and show date of
record and 1ibay and folio of recordation.

Rights of Wuy vhich have not been sccepted by the Commission are
considered vonrecard within tho mesning of the statute governing
nonrecord matertal (Amwtated (ode of Maryland, 1937 edition, as
amended, Art, 41, Sac. 179) and may be destroved as soon es no longer
negded by the office,

" RECOMMERDATION: HTTALK PERMANERTLY,

5, AGREEMENTS

wuentityt & file drawers

Sizg: Folded papcrs

Potas: 1932...

File Aryr.: Fumprical by Agreement mesber
index: Loose-leef binder index by nomes of parties
Audit: Outaide (possidle)

Each f£1lg pocket gives the Agreement and project nusbers and
contains the original notarized agreement, signed by the parties end
by the (ommission, covering water and sewage projecte and any relotes
gctivity under the jurisdiction of tha Commission. Plats and work
‘ pepetrs orve occasionally included with the apreemente.

. Agreements providing for the deposit of coney with tha Comuigsion
to cover the cost of projects ars filed separately and were titled
"Capital Asset Deficiercy Agrecments” until 1962, when the title of
this series was changed to "Fublic Utility Agroessntas.™

Alonst all agrecments negotiated by the Comsisgion are recorded (continued)
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with the Clcr%{ of the Clerk of the (‘ir«:uit {oury for Anng Arundel

County, and the pspar shows the dste of mard and the liber and follo
of recordstion,

—\ RECOMMEFDATION: RETALN PERMAKENTLY,
MISCELLAXEOUS COMMISSION PAPINS

Guantity) 2 document files

Sige: Falded pspers

Datess 1929,

fule Arr.: Humericsl

Index: ' lossep-leaf binder to nanes of p&rties
Audicr Gutside (posaible) :

" This £ile ie composed of legpsl papers, including vaivers, inden-
rures, petitions, leases, controcts, relesses, yraxiea and options,

TS RECOMENDATIONS  URTALY PERMANZNTLY.
CHETRACT FILE |

Quantitys 2 f!la érwers

Size: ,maa.l . *

Daten: 1955&¢0‘G‘t.) :

‘File Axr.: Samerical by contract autther.

Audit: Outmide sudit (;nun:la); Pederal and State sudite, if
umwi (possible)

me Oontract File folders have ¢ Project Bumber asmsigned by Engls
asaring snd contain all or some of the following pspers:-

Correspondence Plans ard Flots

Hitd Sonde MemorTonds

Swecutad Contracts Rotices

Perforzunce Donds 48t of Bidders
Proposals Tabulations foticas of Advertisement

then 2 project has beon spproved by the Comstsgsion but 18 oot
undertaken by Cosmigsion pemrm&!, Contract Files ere prepared in
the Engineering ond Finamce & Accounting Divisions, as well 28 in Ad-
ministration, (3:hedulee {~ & C~ ). After cagpletion of the con-
tract snd efter all suditing requivezents have been satisfied, inlu--
ding federal s2nd State sudits in cases vhere their fumis are involved,
the Contract File in Administzation will bhe combined with those from
the other two divisions, duplication of papers eliminated, erd the
remcining pspars will either be rvetained permsnently or wmicrofilemed,
a9 vecommnuded in the spplicadle schedules.

BECOMMENDATION:  BETALIN 1IN ACTIVE FILE AFTER CUMPLETIOR OF THE

U PROJBCT AND UNTIL ALL ADDIT ZEGUIREMENTS ARE T,
DOLEOING FECERAL, MDD SIATE ALDITS LF ISVOLVED,
TR COMBINE WITH CXTRACT FILES Fad OTVER DiVe
IS2ES OF $OE CDRefISsLr,, FELININATINC mmcxmr'
OF PAVERS., HICIOFIL» AFD LOSTIAY GF LCIRAL APERS
RETALD MICANT LN PN T . _

(cont iruad)




8 CEVERAL FILE

Quantity: 12 file dravers

Sise?r Legel

Dates! !m-oo

File Axr.t hiphabet!cally by subject or neme

The General File 1s composed of correspondence, inter-office
meworandu, raports and survays, end aamml material xelating to
the followtng subjectet-

Administration : cmanlen and Corporations
. Associations Péreonnsl -
. Contractors Applications
Subdiviaions _ , Correspondence
xndtvsduals ' Change in Employment Status

Filen ulatmg te peuomal should be retalned until five yosrs
after termination of service and are subject to Racommendation “B"
below, All othsr msterial is eubject to Reccmwendation “A",

Printad and mimeogrephed waterial s considered monrecord within
the meaning of the etatute {(Ann, Code of Maryland, 1937 edition as
caended, Art, 41, Sec, 179) snd wmay be destyoyed as soon es 0o

. " longer needed by the office.

Haterial having continuing legal or admintetrative value to the
- operation of the office should by retained until such value ceases,

RECOMMEEDATION! A. BETAIN FOB THEEE YBARS, THEX DESTROY,

8. REYAIN PERSONNEL FILES FOR FIVE YEAKS
AFTER TREMINATION OF SERVICE WITN THE
COMMISSION, THEY DESTROY,




